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State of Kansas 

Copy From a Purchase Order 
Statewide Management, Accounting, and Reporting Tool 

Step Action 

1 Navigate to: Accounts Payable, Voucher, Add/Update, Regular Entry – Add a New 

Value tab 

 

Add a new voucher.  When you are going to copy from a Purchase Order it is preferred 

to leave the vendor and Gross Invoice Amount fields blank. 

 

 
 

2 On the Invoice Information tab, select “Purchase Order Only” from the drop down list 

next to the Worksheet Copy Option field 
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Step Action 

3 Enter your PO Business Unit and click the magnifying glass to look up the appropriate 

Purchase order number and click the search button. 

 

 
 

4 Click the check box next to each line you would like to copy into the voucher.  

Quantities and or amounts (if it was an amount only Purchase Order) can be changed on 

this page and populated to the voucher.  Please make sure to scroll over to the far right of 

the screen to make sure that you are viewing/selecting all lines on the purchase order.  

Once all lines are selected, click on the Copy Selected Lines button. 
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Step Action 

5 Example of multiple lines area 
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Step Action 

6 Once you click the copy selected lines button, the purchase order lines will be copied 

into the voucher. 

 

 
 

7 To copy multiple purchase orders for the same vendor into a voucher, repeat steps 2-4. 

 


